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DEPARTMENT OF EDUCATION

EDMONTON, ALBERTA

PROGRAM OF STUDIES FOR THE

SENIOR HIGH SCHOOL

BULLETDTff

Prescribed Courses in Commercial Subjects

including

Bookkeeping la, 1 and 2,

Business Fundamentals 1,

Business Machines 1,

Law 1,

Office Practice 1 and 2,

Secretarial Training 1,

Shorthand la, 1 and 2,

Typewriting la, 1, 2 and 3.

This program is authorized by the Department of
Education for the year 1951-52 and supersedes all other
programs issued prior to September 1, 1951.

Additional copies of this Bulletin may be had from
the General Office of the Department of Education at 10
cents per copy-
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INTRODUCTION

Commercial education is now recognized as a worthwhile
contribution to the training of every student, irrespective of his

educational or vocational plans. Every person needs to develop those
understandings and attitudes that will make him an intelligent

worker and efficient participant in our highly interdependent modern
society. Everyone requires training in consumer education so that he or
she may know how to purchase, and how to use, both the goods and the
services required in every-day living. Courses such as Business
Fundamentals, Law and Bookkeeping provide training in skills and

knowledges which are extremely useful in these respects.

One of the primary functions of education is occupational
preparation. Commercial elect ives can be chosen from the Alberta
Program of Studies to provide specialized training for students who
prefer business training to the offerings of the "academic" or the
"industrial arts" programs. For the majority of these students, the
commercial high school program represents their terminal formal
education, since few commercial graduates take further training at

privately operated business colleges. The program for these students
should offer an educational challenge to the most able. The require-
ments of the business world must be in the minds of the teachers of
vocational business subjects so that they may set up standards that
will assure their students of occupational competence.

Since it is recognized that functional business training
mus~ be as near to actual business practices as possible, it is

imperative that those teachers who are teaching vocational business
subjects be thoroughly conversant with the various methods and
devices used by modern business, and especially those used in their
own community. The truly professional teacher needs to be informed as
to experimental work, research, and new literature in the field of his
specialization. He should also be well informed as to trends in
curriculum development , It is to be remembered that businessmen and
others are entitled to judge our schools by our product -- our
graduates

.

Guiding Principles in Program Selection

A sound general education is a vital part of any commercial
training program. Courses in English, Social Studies, Health and
Physical Education comprise the compulsory core for all high school
students in Alberta. In addition to these "constants" there are three
main types of subjects in a program of business education: (1) personal-
use skills and knowledge; (2) basic business education; and (3) vocational
preparation.
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The Grade X program should provide each student with an
opportunity to "build interests, and to assess abilities in the commercial
field through a variety of try-out courses . Through this exploratory
program the student is provided with objective information upon which he
can base his decisions as to his educational and vocational plans. The
courses at this level should be of the basic business education type, or

the personal use type, or some combination of these.

The selection of subjects in Grade XI and in Grade XII should
be in keeping with the needs and interests of the students, and in keeping
with their general ability and proven aptitudes.

The vocational subjects provide for occupational preparation by
enabling the student to acquire those skills, understandings, attitudes,
and personal characteristics which fit him to earn a living in the field
of business Specialization in these fields should not be carried out
unless the student is likely to have a future need for that particular
type of work.

Teacher Responsibility

It is the responsibility of every teacher to provide the best
possible opportunities for the all-round development of each individual
student in accordance with his needs, interests, and abilities. The
teaching of subject matter only is no longer recognized as "education".
Teachers must be concerned with the education of the whole child.
Blaming someone else for the deficiencies of the student in penmanship,
spelling, language usage, reading, etc., is not the solution to the

problem. The high school teachers must assist the student with remedial
work in these tool subjects so that he may progress in his business course
and so that he may become an efficient employee. The development of

proper work habits, better attitudes, respect for others, self -discipline,
courtesy, and other phases of personality are more important in business
and industry than, the mere assimilation of subject-matter facts and
meaningless routine, which are soon forgotten.

The greatest possible contribution of teachers of business
subjects will be made by careful preparation of work, by presenting the
material to the best of their abilities, and by checking the results of

their teaching conscientiously. When this is applied with due recognition
of the importance of the individual, the product of the school will meet
the demands of business

,

Note re Matriculation, and Other Special Requirements

In arranging a program of subjects for a student who is seeking
matriculation (University of Alberta) standing it must be borne ir mind
that a limited portion only of the student's time may be devoted to

commercial options (please see Matriculation Requirements, page 29 of the

High School Regulations)

.
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The requirements for those who anticipate "becoming articled
to a firm of chartered accountants are the same as for matriculation to
the Faculty of Commerce (page 29, High School Regulations).

Girls who are planning on undertaking training for nursing
should find out the details of the entrance requirements of the
particular hospital at which they expect to train, before making their
choice of Grade X subjects. (See page 27, High School Regulations,
19^9-50). . .

Typical Commercial Program for an Individual Student
Credits

Grade X : English 1 5
Social Studies 1 5

Health 1 and Personal Development 3

Physical Education 1 3

Bookkeeping 1 5

Shorthand 1 5

Typewriting 1 5

General Mathematics la 3

General Business la 3

Total credits 37

Grade XI ; Subjects with a total of 35 ctedits from the following
list (total may be 36 or 37 with approval of the principal):

(Compulsory) English 2 ) er.d1tq
Social Studies 2 )

10 credlts

Not more than
three of:

Bookkeeping 2

Shorthand 2

Typewriting 2

Office Practice 1

15 credits

A choice from:

10, 11, or 12 credits

General Mathematics 1 )

Psychology 1 )

Vocations and Guidance )

Law 1
)

Other General Electives )

Total credits 35, 36, or 37
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Grade XII:

Compulsory for English 3 ) ^ credits
Diploma;: Social Studies 3 )

Business Machines 1 )

Office Practice 2 )

Secretarial Training )

Bookkeeping 2 ) tQ 2 ^ qt credits „

Bookkeeping 3 )

General Mathematics 2 )

Sociology 1 )

Economics 1 )

Other General Elect ives )

Total credits up to 37

The Special One-Year Program

This program is arranged, primarily, for students who have completed
at least eighty-five credits of high school work. For purposes of administration
the class may be completed with students having less than this number of credits

but these students are restricted by the present regulations to a maximum of

fifteen credits fw? "Vocational Commercial Electives" . Principals of high
schools wishing to implement the Special One-Year Program should direct inquiries
for permission to the Department of Education and obtain the special regulations
for this program.

Teachers' Reference Books

American Business Education Association Yearbook (19^+6),

''Appraising Business Education", (New York Bookstore).

American Business Education Association Yearbook (l^h'J)

,

"The Changing Business Education Curriculum, (New York Bookstore)

.

a .
(

Andruss: "Better Business Education", (Gregg Publishing Company).

Dame, Brinkman and Weaver; "Prognosis, Guidance and Placement in
Business Education", (Southwestern Publishing Company).

Harms: "Methods in Vocational Business Education", (Southwestern
Publishing Company)

.

Haynes, Broom and Harday: "Tests and Measurements in Business
Education", (Southwestern Publishing Company.)

Haynes, and Humphrey: "Research Applied to Business Education",
(Gregg Publishing Company).

Strong: "The Organization, Administration and Supervision of Business
Education", (Gregg Publishing Company).

Tonne g - "Principles of Business Education", (Gregg Publishing Company).
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Reference Booklets and Periodicals

The Balance Sheet ( supplied free by the South-Western
Publishing Co. through W.J. Gage & Co.,
Toronto)

The Gregg News Letter Gregg Publishing Co., New York

The Journal of Business Robert C. Trethaway, 3^ North Crystal St.,
Education

The Pitman Journal
($1.00 per year)

and The Pitmanite (free)

The Burroughs Clearing-
House

East Stroudsburg, Pennsylvania

Sir Isaac Pitman & Sons (Canada) Ltd.
381-383 Church St., Toronto

( supplied free by The Burroughs Clearing-
house, Detroit 32, Michigan)

The National Business
Education Quarterly

The School (Seondary
Edition)

Ball State Teachers ' College, Muncie, Ind.

Ontario College of Education, University
of Toronto, Toronto

Monographs South-Western Publishing Co.

- 6 -





BOOKKEEPING

It is important tc keep the universality of bookkeeping
principles before the students The same basic principles of accounting
are found in personal finance, in the financial records of social

organizations, in the financial records of small businesses, and in the
financial records of large corporations. The memorization of journalizing
routines and definitions is not an objective of bookkeeping, for the

procedures and definitions change from person to person and f:>-am organiza-
tion to organization. It is impossible to memorize all the possible
variations. The fundamental principles of bookkeeping are constant for

most situations, heace these principles of bookkeeping and their applica-
tion must be thoroughly understood, The students must appreciate the fact

that the execution of meaningless routines does not constitute learning,
and that such activities will provide little, if any, carry-over for

vocational purposes, or for personal use. There should be frequent tests
in the subject of bookkeeping and the tests should be designed so that the
student cannot pass them by rote memory.

The teacher must emphasize the fact that the selection of the

kinds of journals, the ruling, the number of accounts, the titles of

accounts selected, the length of the financial periods, the date of

closing the financial period and various other details will depend upon
the needs of the organization and the use made of the records. The records
should be kept as simple as possible without interfering with the effective
use of the results

Although it is desirable to teach the kind of bookkeeping
required for trading concerns, attention should not be confined tc this
type of bookkeeping. Most students will find that the financial records
for personal finance, for social organizations, and for service business
will prove of great value in later life.

Student motivation in bookkeeping can be increased by careful
selection of supplementary material suited to the students, keeping in
mind the activities of the school and those of the community in which the
school is located. It is imperative that all', raaoeriai be presented in
meaningful situations. If the student can visualize himself as being
employed as the bookkeeper for the organization whose financial records
and transactions are being studied, it will do much to overcome the
vagueness that too frequently accompanies this subject.

Bookkeeping lends itself to the integration of many commercial
subjects. . In addition to teaching the principles and practices of bookkeep-
ing, the subject should stress business vocabulary, penmanship, applied
business arithmetic, familiarity with business forms, familiarity with
business practices, and familiarity with certain aspects of business law.
No teacher should accept work that fails to measure up to business
standards for accuracy, for freedom f "om erasures, for legibility and for
neatness

.



Much of the trouble that beginning students have in the subject
of bookkeeping can be traced to weaknesses in vocabulary. Unless a student
has an accurate understanding of the meaning of the many technical terms
employed in this subject, he will be in trouble frequently. It is

strongly recommended that a glossary be kept by each student in which he
defines in his own language each technical term as it occurs in the
lessons. These glossaries must be checked at frequent intervals.

It has been found helpful to allow students to know the
sequence of their assignments, so that the better students may proceed
at their own speeds, and that students who have been absent know the
assignments

.

The teacher will be required to check an appreciable portion
of the work of students in bookkeeping to ensure that they are grasping
the principles of bookkeeping and that they are conforming to business
practices and standards The teacher must insist that there be no
erasures of ink work, no alteration of figures, and no alterations
through the use of chemical ink eradicators. With the exception of

pencil footings, it is strongly recommended that all work, including
rulings, be done in ink.

Reference Books \

Andruss: "Ways to Teach Bookkeeping and Accounting", (Southwestern
Publishing Company)

.

Finney: "Introduction to principles of Accounting", ( Prentice-Hall)

.

Selby: "The Teaching of Bookkeeping", (The Gregg Publishing Company).

BOOKKEEPING la

Bookkeeping la. is a three-credit course designed to serve

both as a try-out course in this subject and to teach record keeping for
personal use . Many of the students taking this course will not continue
t.o higher units in this subject, hence the program must be arranged to
give them the skills and knowledge to make them reasonably competent in
personal finance. Recognition must be given to the various needs,
interests and abilities of the students in determining the objectives,
the course content and the teaching methods for each particular class.

It is to the advantage of every citizen to understand his own
financial position, to understand simple financial statements, to be able
to prepare budgets, and to understand the financial reports of social
organizations. These broader aspects are stressed in bookkeeping as

taught in. school, for few high school graduates go directly into book-
keeping occupations.

Out-of-class assignments in bookkeeping at the Grade X level
should be restricted to remedial work, and to work assigned for the slower
students to enable them to catch up with the rest of the class. Unless
bookkeeping is done independently by the student, the completion of set

assignments is likely to prove of little benefit. Some teachers find that
occasionally it is good practice to take in the assignments which are

8 -



incomplete at the end of the period to permit an assessment
of each student on independent work and re-issue them at the commence-
ment of the next bookkeeping period. Every care must he taken to
ensure that students are not copying their work from other students,
from their own previously corrected exercises, or from illustrations
in the textbook. It is strongly recommended that after an exercise is

completed by a student, checked by the teacher, revised by the student,

that it should be returned to the teacher for permanent filing. This
procedure permits the repeated use of exercises in the textboon, .year

after year, and will allow the brighter students to progress at their
own speed without the risk of having the material copied by the slower-

student s

.

Objectives of Bookkeeping la

1. To develop an understanding of, and an appreciation for, good
record keeping in personal finance, in social organizations, and
in the single proprietorship businesses of trading and of non-

• trading types

.

2. To develop an understanding of common business terms.

3- To develop a familiarity with common business forms and their uses.

h. To inculcate habits of neatness, accuracy, legibility and dependability,

5- To develop a clear understanding of the bookkeeping cycle.

6. To teach students how to find errors indicated by the trial balance.

7- To instruct students in the interpretation of simple financial
statements

.

8. To provide the basic training for further study in bookkeeping.

Authorized Textbooks ;

One of the following:

Dalrymple and Heiges, "General Record Keeping"
, (Gregg Publishing Compgu /)

or
20th Century Bookkeeping and Accounting (19th Edition, 1st Year Course).

(W.J. Gage & Company).

Course Content :

If the first of the above textbooks is chosen, the requt:cem<r i

is that the Chapters 1 to ik of the book be covered.

If the second of the textbooks is chosen, the. minimum
requirement is Chapters 1 to 12 except for the work on subsidiary
ledgers and controlling accounts.

- 9 -



3$ addition, there should be a substantial amount of supplementary
york on business forms and general record keeping, with the introduction of a
simple cash book.'

References ;

Teachers' Manual, Workbook and supplies to accompany General Record
Keeping, by Dalrymple and Heiges, may be obtained from the School-Book Branch,
Department of Education

,

Working Papers and Study Guides for Chapters 1 to l6 of 20th
Century Bookkeeping and Accounting, 19th Edition. (W.J. Gage & Co.)

Edition
Teachers' Manual to 20th Century Bookkeeping and Accounting 19th

Key to 20th Century Bookkeeping and Accounting, 19th Edition.

BOOKKEEPING 1

Th^' course in Bookkeeping 1 carries five credits and is designed
primarily for students wishing to specialize in commercial work, but it is

also valuable for personal and social use. For some of the students wishing
+o specialize in stenography this course provides a single unit in the
subject of bookkeeping, for others it provides the foundation for higher
units in this subject

The teachers of Bookkeeping 1 are directed to read the general
information with respect to Bookkeeping la, for the remarks are applicable
to this course.

Objectives for Bookkeeping 1

The primary aim of this subject is to inform the pupil of the
need for records and to acquaint him with the proper method of keeping such

records. This accurate recording of information is necessary to the
successful conduct of any business.

The objectives listed for Bookkeeping la are applicable to
Bookkeeping 1 With the additional two periods per week allocated to the
latter, a higher standard of achievement should be demanded for this work.

Textbooks :

Carlson, Forkner and Prickett: "20th Century Bookkeeping and Accounting,
19th Edition", (Southwestern Publishing Company).

"Working Papers and Study Guides For Chapters 1 to l6 for Nineteenth
Edition of 20th Century Bookkeeping and Accounting" , (Southwestern

Publishing Company) .

- 10 -



Reference s;

Objective tests to accompany authorized text-book.

Teacher's Manual to 20th Century Bookkeeping and Accounting, 19th Edition.

Key to 20th Century Bookkeeping and Accounting, 19th Edition.

Beattie, Ferguson and Hottman: "Course in Record Keeping", and blank forms

to accompany this, book, (Sir Isaac Pitman and Sons) .

Bennett: "New Course in Bookkeeping, (Ryerson Press)

.

Dal.rymple.and Heiges; "General Record Keeping", (Gregg Publishing Company),

Finney: "Introduction to Principles of Accounting, (Prentice-Hall),
Firth and Colder: "Fundamentals of Accounting, (Pitman)

.

Taylor and Halstead: "Canadian High School Bookkeeping", (Pitman)

.

Walker: "Accounting Principles and Bookkeeping Procedures Introductory
Course, (Gregg Publishing Company)

.

Recommended for Bookkeeping 1 ;

The Business Papers and Blank Books for the Dean Practice Set

(see page 205, 20th Century Bookkeeping and Accounting, 19th Edition) may
be obtained from the School -Book Branch, Department of Education.

Content of Bookkeeping 1 ;

It is again stressed that the course content of any subject must
be adapted to the needs, interests and abilities of the individuals taking
the course. The teacher of bookkeeping is instructed to stress those sections
of the work which have a personal-use value and those sections of the work
which are normally carried out by the bookkeeper. The sections of the work
which are normally carried out by the auditor should NOT be stressed in the
teaching, or in the testing, of first year bookkeeping. The only justification
for the inclusion of work sheets, adjusting entries or closing entries in'
beginning bookkeeping is the fact that these procedures tend to complete the
picture and are included with the purpose of making the work in bookkeeping
more meaningful. They must NOT be viewed as of major importance in Book-
keeping 1

,

Content -outline of Course ;"

The minimum content of Bookkeeping 1 is Chapter 1 to 16 of the
authorized textbook, plus the Dean Practice Set* The work in the Dean
Practice Set may be done from the transactions as listed in the textbook^
or it may be done from the working papers recommended above. The maximum
content for this course may be extended to include Chapters 17, 18, 28, 29
and 30

.

11



The following is an outline of this course:

Minimum Requirements

Value of records
Balance Sheet
General Journal
Theory of Debit and Credit
Ledger accounts
Expense accounts .

Journalizing
Posting
Trial Balance
Profit and Loss Statements
Two forms of Balance Sheet
Interpreting the records
Closing the ledger
Credit purchases of merchandise and the Purchase Journal
Credit sales of merchandise and the Sales Journal
Coish Receipts Journal and Bank deposits
Cash Payments Journal and Cheques
Ten column work sheet

Adjusting and closing entries
Dean Practice Set

Optional and Additional Material

Synoptic cash journal
Petty cash
Sales Returns and Purchase Returns
Cash Discount on purchases and on sales
Bookkeeping and Budgeting for the Individual
Bookkeeping and Budgetig for the Family
Bookkeeping and Budgeting for social organizations.

BOOKKEEPING 2

Teachers of Bookkeeping 2 are referred to the general dis-
cussion of Bookkeeping, and tc the comments on Bookkeeping la and
Bookkeeping 1, above ,

During the second year of bookkeeping the students must be
expected to have a satisfactory foundation for the work. The emphasis
will fall to a greater extent on the principles of accounting and their
application to business problems and the procedures of business. The
range of the problems discussed during the first year will be extended
and the treatment of the topics intensified. The student should be
able to handle the work more efficiently and with more confidence.

- 12 -



Teachers will find it advantageous to plan the units of work in

detail and to arrange for the section of the class which can be expected
only to reach the minimum requirements to have suitable exercises, while
for the others, who are more capable, an enriched course should be provided.

The latter section of the class should be encouraged to read the suggested

reference books, to make special studies and reports, and to undertake more
difficult problems. The individual differences in students in this subject

must be constantly recognized. The kind of encouragement and control
afforded by the practice work is so valuable that no teacher will wish to

overlook its opportunities both for individual work and' for group studies.

Constant emphasis must be placed upon interpretation of results.

Textbooks :

Carlson, Forkner and Prickett: "20th Century Bookkeeping and Accounting,
Nineteenth Edition", (South -Western Publishing Co.).

Working Papers and Study Guides for Chapters 17 to 32 to accompany the
above text

,

References :

Those listed for Bookkeeping 1, and
Beech and Bruce: "Drill Exercises in Canadian Bookkeeping", (The Gregg

Publishing Company)

.

Smails and Walker: "Accounting Principles and Practice". .

Taylor and Halstead: "Canadian High School Accounting", (Sir Isaac Pitman
and Sons (Canada) Ltd.)

Objective Test material to accompany the authorized textbook (Southwestern
Publishing Company) .

Content for Bookkeeping 2

The students are expected to master the entire content of the
authorized textbook. The following is an outline of the content of this
course:

Minimum Requirement

Review the work of the first year with emphasis upon 10-column
work sheets and adjusting and closing entries.

Special problems in recording transactions such as sales returns
and allowances, purchase returns and allowance, cash discounts, etc.

Taxes and payroll deductions
Bad Debts
Depreciation
Columnar special journals
Notes and interest

- 13 -



Accrued expenses
Partnership
Corporations and co-operatives
Bookkeeping and "budgeting for the individual
Bookkeeping and budgeting for the family-

Bookkeeping and budgeting for social organizations
Work on the current forms for Dominion Income Tax.

Recommended for Bookkeeping 2 ;

The Business Papers and Blank Books for the Curry and
Todd Practice Set (see page 3&3> 20th Century Bookkeeping and Account-

ing, 19th Edition) may be obtained from the School -Book Branch,
Department of Education.

Optional Material

Copies of the formerly authorized STUDY PLANS PART II,

SECOND YEAR contain many excellent practice problems.

BOOKKEEPING 3

Principals of high schools interested in including in-
struction in a third unit of bookeeping at the Grade XII level are
directed to write to the Associate Director of Curriculum,
Department of Education, Edmonton.
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BUSINESS FUNDAMENTALS

This course is designed as an introduction to "basic business facts

and practices for students in the first year of high school. Second-year
or third-year students may include it in their programs as a General
Elective subject

.

One of the four major educational objectives of our courses is that

of occupational, or economic, efficiency. No course among those for the
high school meets this aim better than does Business Fundamentals. Since
this course is designed to make the student a more efficient consumer, it

is an important part of general education. It is recommended as worth-
while for all students, and very necessary for these specializing in the
Commercial Electives.

The vocational objectives of this course should be minimized and

emphasis placed upon the activities which are common to the ordinary
citizen in his business contacts. The topics of the course can be treated
as self-contained units in that they may be re-arranged in the sequence
best suited to the needs and abilities of the particular class. It is

strongly recommended that the tea her should introduce the subject of
Business Fundamentals by some section of the work in which the students
are naturally interested, a section in which they have some foundation
knowledge, and preferably a portion of the work for which the student will
find an immediate practical use.

The integration of the different phases of this course, and the
integration of this course with the other subjects which the student is
carrying should not be neglected. The success of this course depends
upon the student becoming aware of its practical use to him.

It is not expected that the students will make an exhaustive study of
these topics, for any one of them could be expanded to provide material
for an entire subject. The course in Business Fundamentals is designed
to provide an exploratory course in business to permit the student to
assess his abilities and to build his interests so that he may receive
guidance for his future program. The memorization of minor details should
not be insisted upon. On the other hand, it is important that the course
have perspective and that the student be required to reach a high standard
of proficiency in the more important facts and the more common business
terms and expressions.

Each student should be required to keep a glossary of the common
business terms, defined in his own language. If the student is also
carrying bookkeeping, the two glossaries might be combined to advantage.
The vocabulary building value of this course cannot be overemphasized.

- 15 -



There are many activities which should be undertaken in
connection with this subject of Business Fundamentals. Much of the
success of the course will depend upon the ingenuity of the teacher
and upon the cooperation of the members of the class. The activities
selected will vary with the community in which the school is located.
At all times it must be remembered that the course is to be adapted to
suit the needs , interests and abilities of the students in the class.

The teacher must keep the desirable outcomes of the subject
in mind so that he may direct the student toward them and thus encourage
and assist the student in adapting himself to his present and future
environment

.

Objectives ;

To acquaint the student s with the fundamental business practices and
thereby make him a more skillful consumer of the goods and services of
business .

To provide an exploratory course in business knowledge and thus assist
the student ir. discovering aptitudes , abilities and interests which will
help him in making educational and vocational plans.

To provide the s+udent with the background of business knowledge which
will serve as a foundation for his business training and his business
vocation.

To acquaint the student with the relations that exist between business
and society and show the importance of the part which business plays in

the daily life of everyone

.

To show the interdependence of individuals, businesses and governments.

To develop an appreciation of the need for service, courtesy, business
etiquette, cooperation, and thoroughness.

To develop desirable personal, business, and citizenship traits and
habits

.

Authorized Textbook ;

Bruce, Heywood and Abercrombie; "Business Fundamentals", (The Gregg
Publishing Company)

References ;

Beattie and Bennett; "Essentials of Business Practice", (Sir Isaac
Pitman and Sons, Canada, Ltd»)

Crabbe and Salsgiver; "General Business, Fifth Edition, The Teachers
manual to accompany this book", (Southwestern Publishing Company).

Goodfellow; "The Fundamentals of Business Training':', (The MacMillan
Company)

.

Graham and Jones; "The Consumer's Economic Life", (Gregg Publishing
Company)

.

Jones; "Our Business Life", (Gregg Publishing Company).
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Page: "Practical Office Training", (Sir Isaac Pitman and Sons,
Canada, L :-d. ) .

BUSINESS FUNDAMENTALS I .

This is a 3-credit course -which will be taken by students electing
to take Commercial Electives who are also carrying, subjects providing
instruction in bookkeeping and business arithmetic. In this latter case
it is preferable to have the same teacher carry all three subjects with
the class to permit the maximum of integration between these three
subjects. This course may be taken as a General Elective by any high-
school student

.

Content of Business Fu^dameitals 1;

Our Business Environment: The world of business
Why we should know business practices
Effect of specialization
Production
Distribution of income of the nation
Collective bargaining

Money and Banking:

Insurance:

Many kinds of money
Coins
Currency
Money substitues -- cheques, notes, drafts
Handling money
Foreign exchange
Banking services of the chartered banks
Functions of the Bank of Canada
Other organizations that function like banks
Thrift
Budgeting
Savings
Writing and endorsing cheques
Current and savings accounts
Investment vs population
Credit and buying on credit
Borrowing money
Instalment buying
Remittances
Bonds and stocks

.

Unempl oyment insurance
Pension schemes
Life insurance
Insurance on real property
Insurance on furniture, fur coats, etc.
Automobile insurance
Sickness and accident insurance
Mutual s

.
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C ommuni cat ion

:

Language
Writing and printing
Mail
Telephone including correct use
Telegraph and cables
Wireless
Radio and television
Radar
Business letter
Filing.

Transportation of Passengers:
Automobile -- ownership — traffic regulations
Safety -- automobile insurance
Bus
Train
Water transportation
Air transportation
Hotel services
Travel services.

Transportation of Goods: Mail
Express
Freight -- railways — trucks — ships

Business Organization: Single proprietorship
Partnership
Companies
Cooperatives
Public utilities
Government owned utilities.

Industries: Agriculture
Mining
Forestry
Fishing
Manufacturing
Factors in production,

Distribution: Trade in commodities
Marketing of goods
Merchandizing — wholesaler — retailer
commission
agent — consumer cooperatives
Selling
Advertising
Storage
Inventories and control.

18



Shelter; Ren+ ing — leases -- landlord —
tenant
Home ovae r ship
Baying a home
Costs of home ownership
Public utilities
Hotels
Apartments

.

Automobile: Buying a car
Safety in driving
Traffic regulations
Licenses
Operating costs
Insurance
Depreciation.

Government Development of Government
Functions of government
Government relation with business
Division of legislative authority
Commissions and boards
Government revenues
Public utilities.

Law: Sources of law
Civil and criminal law
Courts
Remedies at law
Business ethics.
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BUSINESS MACHINES

The secretarial and the accounting departments of a modern
office are using, to an increasing degree, machines to perform their
routine operations. It is of great importance, therefore, that
students looking forward to office employment should he trained in the

operation and care of the commoner types of appliances which they will
he asked to use,

Schools offering this course should he equipped with not less

than one unit of each group of machines described helow. Sufficient time
should he allowed on each machine to enable the student to attain the
skill necessary for satisfactory service as a machine operator.

The two-room type of organization is preferred. Those machines
devoted to secretarial practice, including typwriters. Gestetner,
mimeograph, multigraph, mimeoscrope, dictaphone or ediphone, will be
located in one room, while those used for calculating, billing, and book-
keeping will be placed in the other. Rotating the sections of the class
from one type of appliance to another will permit direct instruction on

each machine

.

The operation of each machine should be slowly and carefully
demonstrated, the teacher pointing out the necessary precautions to be
taken to avoid mistakes. Demonstrations by expert operators and trips
to offices to observe the machine in use under actual working conditions
should form a part of the course

.

References ;

The machine listed below comprise a complete unit of equipment.
Sufficient practice should be provided for the pupil to have a working
knowledge of the operation and mechanics of Business Machines.

Group 1: Duplicating Machines.

A. Types of machines — mimeograph, gestetner, multilith,
multigraph.

B

.

Standards of achievement

:

(1) Mimeograph and Gestetner and Multilith. The ability
to cut two stencils on the typewriter and one stencil with
the stylus on a metal plate, or one mimeograph stencil
with the stylus on the mimeoscope. The stencils are to be
completed and fitted on the machine and ten accurate
copies finished. A suitable drawing to be cut for the
multilith and ten copies made.

(2) Multigraph. The ability to set up, type and print
letters, business forms, business cards.

Group II. Dictating machines.
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A. Types of machines -- Dictaphone and Ediphone.
B. Standards of attainment: The ability to shave the record,

dictate at the rate of eighty words per minute, and transcribe at the
rate of twenty words per minute.

Group III. Adding machines and calculating machines.

A. Types of machines -- Adding machine. Delton, Sundstrand,
Burroughs

.

B. Standards of attainment: The ability to add at the rate
of 300 digits in five minutes; to subtract and multiply at the rate of
150 digits in five minutes.

Calculating Machines

.

(a) Types: Comptometer, Monroe, Marchant, Burroughs
(b) Standards of attainment: The ability to pass the

following test:

Business Machines

Addition P age 80 Test kk T ime 5 minutes
Multipl i cat i on " 80 " lvB

11

7
ti

Division " 60 " 3C
tt

7
it

Subtraction " *K) '•' 2C
11

h
11

Lumber Billing " 153 Ex. 11-18 11

7
n

T ime "30" minutes

Burroughs Calculating-Machine Course, 4th Edition - final examination.
page l8l --30 minutes.

Group IV Billing Machines.

A. Types. Burroughs, Underwood, Elliot -Fisher, National.
B. Standards of attainment: The ability to make three

copies of an invoice, separate or continuous forms, at.

the rate of h-0 per hour.

Group V

.

Bookkeeping Machines.

A. Types: Typewriting -- National, Remington, Elliot -Fisher
Non-Typewriting — Burroughs, Dalton, Sundstrand.

B. Standards of attainment: The ability to post, prove and
check, at the rate of 70 to 90 debit and credit items
from the posting media to a minimum of 15 accounts in

one hour. The ability to typewrite ^0 to 60 entries
per hour.
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Instruction and Reference Books

"Business Practice Handbook": (Burroughs Adding Machine Co., Detroit)

"Comptometer Course for Business Training": (Felt & Tarrant, Chicago,

111.).
"Dictaphone Business Practice": (Dictaphone Sales Corp.)
"Ediphone Business Practice": (Dictaphone Sales Corp.)

"Key-Driven Calculator Course": ( South-We stern Publishing Co., Chicago)

"Manual of Instruction for Burroughs Calculator": (Burroughs Adding
Machine Compa.ny, Detroit, Mich.)

"Monroe Adding Calculator": (Monroe Calculating Machine Company, Grange,
N .J • ) .

"National Typewriting-Bookkeeping Machine": Sections 1 & 2 (National
Cash Register Company, Dayton, Ohio)

.

"Office Machine Practice Series": (Gregg Publishing Co.).
"Remington Accounting Machine Instruction": (Remington Rand, Inc.,

Buffalo, N.Y.)
"Studies in Mechanical Accounting Systems and Statistical Applications":

(Burroughs Adding Machine Co., Detroit, Mich.).
"The Burroughs Bookkeeping Machine": (Burroughs Adding Machine Co.,

Detroit, Mich.) .

"The Gestetner Manual": (D. Gestetner Ltd., Calgary).

The Comptometer

The Comptometer Course for Business Training: Felt and Tarrant,
and Key-Driven Calculator Course: (South -Western Publishing Company),
as well as Office Machine Practice Series: (The Gregg Publishing
Company) afford ample material for the study and operation of the
comptometers. Practice with machines, like the typewriter, requires
constant drill and supervision. A part of each daily recitation should
be given to addition exercises, drilling carefully on the touch method
and verifying the results at every point for proof in accuracy.
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LAW

This course is not designed as an initial course for lawyers, any

more than a first aid course is for the basic training of physicians
and surgeons. The teacher must NOT emphasize the technical details
"but should stress the fundamentals which are important, of interest
and of use to the individual. If the subject of law is taught in the

desired manner to a sufficient number of high school students it will
strengthen one of the weakest links in our social system.

In a country such as ours it is important that everyone should
understand the elements of law and the legal foundation of our
democracy- All should have an understanding of the law, since
ignorance of it is nc excuse for becoming involved in legal difficulties.
It is of equal importance to be able to recognize a cause of legal action
so that a lawyer may be consulted before it is too late. The perspective
of the subject is to be kept in mind and the details of any section of

the work must be limited to maintain this balance.

The teacher of law must use ingenuity to prevent this course
from becoming a "lecture type" subject. Student participation is

necessary to build and maintain the motivation of the individual student.

Objectives

(a) To give the student a knowledge of the fundamental principles
of law that govern the conduct of business activities of

consumers and producers.

(b) To cultivate good citizenship traits, especially those of
respect for the rights of others and the cultivation of the
habits of justice, honesty and impartiality.

(c) To develop a respect for and obedience to the law.

( d) Tc develop an understanding of the functions and purposes of

law in our democratic society, including the development of
our legal system and the courts that administer justice.

(e) To assist the student in avoiding legal entanglements and to
help him to know when to seek legal advice.

(f) To develop in the individual student the ability to see both
sides of a problem, to attack it logically, to use sound
judgment and to express himself freely, clearly and concisely.

( g) To familiarize the student with commonly used legal papers and
documents and with the use of those which dc not ordinarily
require the services of a lawyer.

(h) To encourage the student to be alert to the need for constantly
improving our legal system.
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Suggestions Re Procedure

1. Before the teacher takes up the study of specific topics and the
principles of lav applicable thereto, the broad basis of law
should receive consideration: the need for laws in our social
and economic life, the protection of rights, the sources of law,
methods of enforcing laws, and evidence of business ethics and
moral obligations in business dealings.

2. A very brief historical introduction will suffice to make clear
to the students the nature and origin of the corpus or body of
law which governs them at the present time in the Province of
Alberta. Reference might be made to The North -West Territories
Act (E.S.C., Ch. 50, 1886), by Section 11 of which it was pro-
vided that subject tc the provisions of the Act the laws of
England relating to civil and criminal matters, as the same
existed on the fifteenth day of July, I87O, should be in force
in the North-West Territories in so far as the same were
applicable to the Territories and in so far as the same had not
been, or were not thereafter, repealed, altered, varied, modified
or affected by any Act of the Parliament of the United Kingdom
applicable to the Territories, or of the Parliament of Canada,
or by any Ordinance of the Lieutenant Governor in Council of the
Territories or of the Legislative Assembly of the Territories.
By Section 12 of the Act, it was further provided that all such
laws should continue in force until the same were changed by
statute. Reference should also be made to The British North
America Act, 1876-I886, and also to The Alberta Act, which came
into force on September 1, 1905

.

3- In reference to the historical development it will be necessary
to furnish students with some knowledge of basic principles
concerning written and unwritten law, the common law of England,
common law and statute law, common law and equity.

h. The principles of law should be presented, wherever possible, by
means of illustrative cases; moreover, these cases need not be
cases taken from textbooks and reference books. They should be
cases which are likely tc occur in the students' local environment,
and cases which are not too difficult or technical for high school

students. No case should be discussed which does not illustrate ..

an important principle of law. Special effort should be made to

give this subject an application to everyday problems, such as are

likely to occur in the lives of average citizens. Classroom
instruction should give ample opportunity for the students to
raise questions and to take part in discussion of principles and
problems.
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5. An attempt should also be made to study legislation, such as,

The Farmers' Creditors Arrangement Act, The Debt Adjustment Act,
The Eevised Debt Adjustment Act, The Reduction of Debt Act and
other Acts that may be effective from time to time. Copies of
these Acts may be obtained. from the King's Printer at a nominal
cost

.

6. The teacher of Law should use this course to integrate the work
covered in the other commercial subjects such as Business Funda-
mentals,Arithmetic, Social Studies, Sociology, Office Practice,
Typewriting, Secretarial Training and Shorthand.

7. The application of the dictum, "Every teacher must be a teacher of

English," is important in the interpretation of the course in Law
and in the oral and written work which will naturally accompany
this. Spelling and vocabulary work will require frequent attention,
with definition of terms peculiar to the subject. In a class in Law
the necessary instruction and correction in the fundamentals of

English expression will need to have frequent attention. There
should also be an extensive opportunity for practice in connection
with themes and topics peculiar to the subject, with regard to
which the students will have ideas to express.

8. Copies of the following should also be made available:
The Bills of Exchange Act, The Bank Act, The Partnership Act, The
Companies Act (Alberta), The Companies Act (Dominion), The Bank-
ruptcy Act, The Money-Lenders Act.

Topics for Problems and Cases

(1) The ownership of land, title to land and registration of title,
transfer of ownership and title; leases, landlord and tenant,
notice to vacate, mortgages and foreclosure; protection of an
interest in land, caveat; taxes on real property; special rights,
mineral, water, etc ; documents, and liens.

(2) Contracts implied, oral, and written; consideration, fraud
and misrepresentation; damages for breach of contract, specific
performance; limitation of actions.

(3) Negotiable instruments — note, cheque, draft, bill of exchange;
. . banking, interest; insurance; principal and agent, sales, bailment,

pledge and lien, guarantee and suretyship.

(k) Common business forms -• power of attorney, simple contract, lien
note, instalment note, etc.

(5) Partnership and companies -- different types of company; bankruptcy.

(6) Succession; wills.
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(7) Master and Servant; Workmen's Compensation.

(8) Libel and slander.

(9) Liability for accidents -- traffic accidents; negligence;
accident insurance.

(10) The course of law and court procedu^-s; police courts; civil
and criminal law; the Criminal Code, crimes and misdemeanours.

(11) The civil liberties of the subject; Habeas Corpus; freedom
of speech and assembly; freedom of the press.

(12) School law -- The Alberta School Act.

Textbook

Falconbridge and Smith: "Manual of Canadian Business Law, Western
Edition", (Sir Isaac Pitman & Sons (Canada) L4"!.).

Reference Books, (ggachers ;

)

Anger: "Summary of Canadian Commercial Law", (Sir Isaac Pitman & Sons
(Canada) Ltd. )

.

Geldart "Elements of English Law", (Thornton Butterworth Ltd.).
Pomeroy-Fisk: "Applied Business Law", (South-Western Publishing Co.)

.

Skar, Schneider and Palmer: "Personal Business Law", (McGraw-Hill Book
Co ) .

Walker: "Business Law and "Teacher's Manual or. Business Law", (The
Ryerson Press)

.

Suggestions for Content

(a) Functions of Law;

(b) Contracts:

(c) Property Rights:

Preservation of order
Court and Law Enforcement
Social Improvement Through Law
Sources of Law.

Impli-d, oral and written contracts
Requirements of a Binding Contract
Discharge of Contract
Breach of Contract and Remedies
Limitation of Actions

Title and Possession
Real Property - title, registration,
transfer of ownership, lease,
tenancy, mortgage, foreclosure of
mortgage, caveat, taxes, special
rights including mineral, water,
foreshore, documents relating to
real estate.
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(d) Negotiable Instruments:

(e) Banks and Banking:

(f) Employment:

(g) Types of Business
Ownership:

Personal Property -- bailment and
liens, conditional sales. Wills
and Intestate Succession, and
Succession duties.

Cheques
Promissory notes
Drafts
Endorsements
Other negotiable instruments
Interest

.

Government Regulations
Chartered Banks
Bank of Canada
Other organizations that perform some
of the functions of banks

.

Employees rights and duties
Employers rights and duties
Workmen ' s C ompensat ion
Unemployment Insurance
Collective Bargaining
Angency

.

Single Proprietorship
Partnership
Companies
Co-operatives
Bankruptcy.

(h) Liability for accidents: Traffic Accidents
Negligence

(i) Civil Liberties:

Accident Insurance
Provincial Law on Automobile Accident

Habeas Corpus
Freedom of Spoech
Freedom of Assembly
Freedom of the Press
State of Emergency.

(J) Contracts of Guaranty.

(k) Torts and Crimes (cursory treatment only).

(l) Libel and Slander (cursory treatment only).
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OFFICE PEACTICE

Conditions in a modern office require workers who are able to adapt
themselves quickly, who are methodical, resourceful and businesslike,
who have an intelligent understanding of the organization as a whole, and
who are able to do a reasonable amount of work in a given time. They must,
too, be able to use the English language accurately and fluently and to
compose letters in a simple direct style.

The two courses in Office Practice are intended to give the student
as much training in meeting these demands as the classroom will permit.
Teachers are encouraged to devise procedures which are valid pedagogically
and which will duplicate so far as possible office conditions. There
should be as little lecture-work and as much directed activity as effective
teaching requires.
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OFFICE PRACTICE I

Office Practice is designed to bridge the gap that exists
between the school and the business office. In their various subjects,

the students should have been building up a background of general
business knowledge and developing skills sufficient for the first
positions in which they will be employed. Much of the background
knowledge gained and many of the skills acquired will be lost unless
they are applied continually to the practical business situations that
confront the average office -worker daily.

General Objectives

To develop correct business attitudes on the part of the students.

To review and expand the students' business knowledge through the
performance of actual business duties..

To impress on the students the relationship that exists between
efficient planning and volume of output.

To familiarize the students with office routine and related business
problems so that they will be confident and well prepared
when they enter initial-contact jobs.

Prescribed Textbook:

Page: "Practical Office Training", (Sir Isaac Pitman & Sons).

Supplementary Text :

Sparling: "A Complete Course in Office Practice",
(Gregg Publishing Co.).

Unit 1 . Personality-Development

Objectives:

To assist students in developing attitudes and habits that
will enable them to make a satisfactory adjustment to actual office
conditions.

Content:

1. Importance of an Attractive Personality
2

.

Personal Appearance
3. Voice and Expression
k a Desirable Character Traits
5- Wholesome Attitudes
6. Steps in achieving an Attractive Personality.
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Unit 2. Office Organization

Objectives:

To give the students a clear picture of the routine of the

business office.

To impress on the students the fact that each office-worker
is an integral part of a larger unit and that each worker must do his
utmost to make his own department, and therefore the entire organization,
function smoothly.

Content:

1. The Office Manual — purpose and content.

2. Departmentalization in the Office.
(a) Necessity for division of labor in a large office.
(b) Various departments — functions of each.
(c) Duties of employees.
(d) Stream of work — the course of various business

forms through the departments of the office; e.g.,
order forms (multiple copies), incoming orders,
filled orders, invoices (multiple copies), shipping
orders

.

(e) Interdepartmental forms.

3

.

Equipment

.

(a) Office machines — description of commoner types of

machines; the work that each does and the kind of
business in which each is used most extensively.

(b) Office appliances — description and function of each.
(c) Office supplies — grades, weights, sizes, rulings,

and uses of different kinds of paper; other supplies.

Standards of Performance: e.g., number of envelopes to be addressed
per hour, number of letters to be filed in a ten-minute period,
number of postings per hour on a ledger-posting machine, number of

lines to be transcribed from Dictaphone or Ediphone records in an
hour.

Unit 3 • The Work of the Receptionist

Objectives:

To give students information concerning the work of the
receptionist.

To develop in the students the qualities required in a good
receptionist; e-g., courtesy, alertness, ahd discrimination.

To give students practice in the duties of the receptionist.
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Content:

1. Function of the Receptionist.

2. Duties of the Receptionist.
(a) Classification of callers.
(b) Methods of dealing with callers.
(c) The reporting of messages.
(d) Use of the appointment book.

3. Training on the switchboard and in effective use of the
telephone

.

Unit h . Business Information and Business Practice

Objectives:

To review factual material relating to office prodecures
taught in previous courses, and to expand the pupil's knowledge of
such procedures.

To give practice in the performance of actual office
duties.

Content:

1. Reference Books used in the office,
(a) Secretarial reference books -- dictionary, style-

book of business English, Who's Who, book of

synonyms

.

(b) Trade and professional directories — financial
and manufacturers' directories, Canada Postal Guide,
shippers' guides, trade and firm catalogue.

(c) City directories, telephone directories.
(d) Almanacs and yearbooks.
(e) Credit reference books.
(f) Atlas, gazetteer.

2, Preparation and sending of various classes of telegrams, cable-
grams, and radiograms.

3» Financial and Banking Duties.
(a) Deposits.
(b) Bank reconciliation statement.
(c) Expense accounts.
(d) The payroll time-sheets, currency memoranda.

h. Transportation of Goods — shipping.
(a) Methods of shipping — express, freight.
(b) Documents — straight bill of lading, order bill of

lading, express receipt, freight bill, advice notice.
(c) Shipping regulations and rates.
(d) Customs duties and customs forms.

- 31 -



5- Invoicing.
(a) Preparation of outgoing bills.
(b) Disposition of incoming bills — checking quotations,

checking extensions and discounts, checking goods
against invoices.

Unit 5. Filing

Objectives:

To acquaint the pupils with the various systems of filing and
the conditions under which each may be used.

To teach the pupils the most effective techniques of filing.

To give practice in filing business papers employing various
standard filing systems.

To give practice in the use of different types of card files.

Content:

1. The Need for Efficient Filing.
2. Various Methods of Filing and the Conditions Favorable to the

Use of each Method.

3

.

Eeview of Indexing
h. Filing Equipment — cabinets, card files, sorting trays, transfer

cases, other equipment.
5- The Successive Steps in the Filing of Correspondence and other

Business Papers.
6. Practice in Filing Correspondence, with Special Emphasis on

Alphabetic Filing.

Unit 6 . The Search for Employment

Objectives:

To give the pupils information on occupational opportunities
in local business-houses.

To teach pupils techniques that will assist them in securing
business positions.

Content:

1. Job Specification — duties, salaries, opportunities for
promotion.

2. Sources of Information about Job Openings.
3. Job Opportunities in the Community.
k . The Job-hunting Campaign.
5- The Application.
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(a) The letter of application.
(b) The application blank.
(c) The application interview.
(d) The follow-up.

Unit 7- The Operation of Duplicating, Adding, and Calculating Machines

Objectives:

To teach the students how to use efficiently various
duplicating machines and applicances.

To train the students how to perform at a reasonable speed
the fundamental operations on adding and calculating machines.

Content:

1. Types of Duplicators and their Special Uses.
(a) Stencil-using machines, rotary style — Gestetner,

Mimeograph, Roneo, Duplimat.
(b) Embosses metal-stencil machine — Dupligraph.
(c) Gelatine-duplicating machines, flat-bed and rotary

style -- Hectograph, Ditto.
(d) Type-using machines -- Multigraph.
(e) Addressing-machines — Addressograph.

2. Types of Adding Machines — ten key, full keyboard.

3. Calculating machines — commoner .types in use and work for
which each is specially adapted.

Unit 8 . Related Typewriting Projects

Objectives:

To supplement the students' previous training in handling
routine jobs; e.g., preparing invoices and statements, filling in blank
forms, typing legal forme, copying manuscript, and typing reports and
statistical material of various kinds.

To raise the students' skill in applied typewriting to
vocational standards. However, the teacher must not neglect the other
units of this subject through an overemphasis on this section of the
work.

Content:

Typical Duties of Representative Business Offices. (An
excellent series of projects may be found in Part V of the third
edition of Gregg Typewriting, Book II, Advanced Course, by Sorelle,
Smith, Foster, and Blanchard, "Related Typewriting Projects." The
following fifteen projects are contained in this section: railroad,
banking, real estate and insurance, manufacturing, department store,
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lectrical, automobile agency, legal, club organization, hotel, building corapa- y,
^vestment, office, publishing, wholesale offices, and advertising. Projects cover-
a work done in other types of business offices, such as lumber office and customs-
roker's office, may be included as a part of the unit.

OFFICE PRACTICE 2

A second course in Office Practice will present an opportunity for broadening
be survey and intensifying the treatment of the topics considered during the first
ear. Students should be encouraged to develop special interests, and enough
atitude should be allowed in planning work-units and group projects to enable these
tudents to continue their investigations. A proper reference library with a sraa^l

eading room will be found to be especially useful. Projects, researches, reports,
.nd other activities, if carefully planned and wisely directed, will procure the
anticipation of all members of the class. The suggested outline of the course follow

a) A more intensive treatment of the topics suggested for the first course. Abundant
material will be found in the textbook and in the other two references first
listed below, and in "Secretarial Training" by Reignor, if available,

b) Office organization: the small office; the large office, personnel and duties;
departmentalization; layout; stream of work; physical surroundings; mechanization
standardization; centralization; office efficiency.

c) Office Machines: Unless the course in Business Machines, as outlined on pages

22, 23 and 2U of Bulletia 8, if offered, students should be given some practical
training in the operation of these appliances.

d) Special duties of a secretary: Editing and proof-reading of rough drafts and
proof-sheets; preparing material for printer or publisher; making abstracts;
summaries or digest of articles; reports or correspondence; preparing scrap-books
collecting information; preparation of notices of meetings; agenda; minutes;
reports.

e) Remedial training in English, including Spelling, Penmanship and Language^
This unit should be required only of those students who in the judgement
of the teacher require such training .

The work in Office Practice is covered in any of the following Texts:

Practical Office Training: Page (Pitman)
Senior Secretarial Practice: Moreland (Pitma, )

A Complete Course in Office Practice: Sparling (Gregg)
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Beference Books for Office Practice

Alscp and McBride: "She's Off to Work -- A Guide to Successful Living",
(The Vanguard Press, N.Y. )•

Cairney, Marie L: "Etiquette, in Business", (McGraw-Hill Book Company,
N.Y. ).

Gregg: "Applied Secretarial Practice, Second Edition", (Gregg).
Harris: "Business Offices", (Gregg).
Hillmer: "The Commercial Department Offices", (Pitman).
Korona and Eowe: "Business and Personal Typewriting", (Ginn) .

Lcsd and Agnew: "Secretarial Office Practice, Third Edition",
(South Western Publishing Co.).

MacGibbon; "Fitting Yourself for Business", (McGraw-Hill).
(Particularly valuable for Units 1 and 3)«

Moreland; "Typewriting and Office Practice", (Pitman).
More land: "Senior Secretarial Practice", (Pitman).
Sorelle, Smith, Foster and Balchard: "Gregg Typing, Third Edition",

(Gregg).
Manuals for Dictaphone (Dictaphone Corporations, Ltd.).
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SECRETARIAL TRAINING

Standing in the second units of both Shorthand and Typewriting is

a prerequisite for the study of Secretarial Training, while a knowledge
of elementary Bookkeeping is also desirable.

This third-year course should be regarded as a terminal course in
which students are given the opportunity to apply to practical situations
the knowledge and skills already acquired in the elementary course in

Shorthand, Typewriting, Bookkeeping, Office Practice and Business Funda-
mentals During the first two years in high school, the students have
been building up a background of general business knowledge, and such
knowledge is now to be applied in this course towards developing skills
sufficient for the student's first position as an employee.

A secretary should not be regarded merely as a "glorified
stenographer." A stenographer is an office worker who usually takes and
transcribes dictation, and who may, in addition, be expected to do such
other types of office work as straight typing, billing and filing. On
the other hand, a secretary is expected to assume much more responsibility
than does a stenographer. Some secretaries do not take dictation at all,

but are expected to compose letters with only a limited number of
suggestions from their employers. If, however, a secretary does have to
take dictation, she is expected to turn back well-planned, errorless,
letters. In order to do this, it is necessary that she should have
command of a technical vocabulary associated with such businesses and
professions as Insurance, Law, Banking, Real Estate, Collections, etc.

As well as possessing these technical skills, however a secretary
should be able to meet the public, make appointments, keep private office
files and special accounts, and a multitude of other tasks associated
with modern business,, She should be a "personable" type of individual;
one who is loyal, trustworthy, dependable and refined; who is at all
times tactful, who uses good judgment, and who remembers to do, and do
well, the many tasks which a secretary is called upon to perform. She
should at all times use good English, be well poised, "be in good health.
and should possess many of the other personal qualities which tend to
make for success both in a business office and in life in general. Con-
sequently, teachers of Secretarial Training, while stressing the
necessity of efficiency in such skills as advanced Shorthand and Type-
writing, should also stress the personal element, and should try to
become interesting conversationalists who can discuss sensibly everyday
topics with her employer, co-workers, and the public.

It is not considered necessary to outline in detail the work which
should be covered in this course. There is bound to be a certain amount
of overlapping, especially in the two subjects, Secretarial Training and
Office Practice This overlapping need cause no worry, however, since
what might at first appear to be over -emphasis may well prove to be a
blessing in disguise. A good deal of this overlapping may be avoided,
if thought desirable, by having both these subjects taught by the same
teacher

.
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As previously stated, th© work in Shorthand • should be rather
technical instead of general. Jpeed, while desirable, should be sub-
ordinated to accuracy. Care should be taken to see that the students'
outlines conform in size and accuracy to those in the textbook. As for
Typing, speed and accuracy are both desirable, with the emphasis again
placed on accuracy.

Both the Pitman and Gregg Companies publish several texts containing
ample material for advanced dictation, while any of the following texts
will be found satisfactory in so far as the theory of Secretarial Train-
ing is concerned;

Moreland: "Senior Secretarial Practice", (Pitman).
Morrill, Bessey and Walsh: "Applied Office Practice",

(Heath and Company) .

Morrill, Bessey and Walsh/ "Secretarial Office Practice",
(Heath and Company).

Riemer: "A Course in Transcription", (Pitman).
Russell: "The Competent Secretary", (The Macmillan Company of Canada,

Limited)

.

Slade, Hurley and Clippinger: "Secretarial Training",
(Ginn and Company) .

Sorelle and Gregg: "Secretarial Studies", (Gregg).

The examination in Secretarial Training should consist of three
parts:

(a) Dictation of letters amounting in all to about 500 wordfl with
a syllabic intensity of from l.k to 1.5, and at rates of from
90 to 110 words a minute;

(b) A 15-minute typing test, with a passing rate of 45 net words
a minute when marked according to International Contest Rules;

(c) A theory test based upon any of the prescribed texts. Papers
should be evaluated as follows: Dictation, 60$>; typing, 20$;
theory, 20fo .
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SHORTHAND

The ability to write shorthand rapidly depends upon the
ability of the writer tc hear the words accurately, to write the
commonly used words automatically, and to construct the outlines of

words in less common usage without hesitancy. Since the spoken words
are written in shorthand in symbol form the outlines must be accurate
and legible so that the writer may have confidence in reading back
his notes and in transcribing his notes quickly and accurately.

The skill of recalling the outline to represent the word
requires sufficient drill in associating the sound with the outline,
until the connection becomes automatic. Over-learning is the surest
means of making permanent this learning process.

Shorthand is mastered only through continual review. It is

suggested that more than sixty per cent of each period of instruction
time should be devoted to intelligent drill based on modern
psychological principles. All reviews should be guided by the needs
of students as indicated by diagnostic tests. Reading, silent and
oral, individual and choral, should form part of every lesson,

Since business requires a typewritten transcript of the

work written in shorthand, the subjects of typewriting, spelling and
business English must be considered complementary to the work in

shorthand. It is considered desirable to have the subjects of short-
hand and typewriting taught to the student by the same teacher. This
arrangement should be compulsory at Grade XI level. The period of
shorthand should be followed by a period of typewriting wherever
possible at the Grade X level. This arrangement must hold for the
second unit of these subjects. The subjects of shorthand and type-
writing should be correlated early in the Grade X course.

Shorthand, whether Gregg or Pitman, is a difficult course.
Writing, reading and transcribing shorthand demand a complexity of

mental and physical activities on the part of the learner. Students
who are weak in verbal learning should be guided away from the study
of shorthand. Students who have deficiencies in language usage,
including spelling, penmanship, sentence structure, punctuation and
syllabication will be seriously handicapped in the mastery of this
subject

.

The subject of shorthand is primarily a vocational skill
subject and unless the student perseveres until he has mastered the
skills needed to take dictation at approximately eighty words per
minute on new material (which is seldom achieved until late in the
course for Shorthand 2) the subject is valueless for personal use
and cannot be used for vocational purposes. Students should not
commence Shorthand la, or Shorthand 1, unless they intend to carry
on their study to Shorthand 2, and unless they are taking the comp-
lementary work in Typewriting.
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It is suggested that emphasis be placed upon drill or practice
with a view to the mastery of the 1,000 most commonly used words and 500
common phrases. These make up 92 per cent of the words in English
composition and 78 per cent of the phrases. With the more advanced
student the common words and phrases "take care of themselves" "because

of the frequency of their occurence; it is estimated that they make up
well over 90 per cent of the average dictation.

The mastery of the skills required to attain the ability to
take dictation at a reasonable rate of speed and to type out an accurate
and mailable transcript within a reasonable time, can be achieved only
by the use of many and varied drills based on specific needs.

The teacher and the student must appreciate the fact that the
business situation is not one of "timed" dictation and while it is a

valuable classroom device, especially for testing, the student should be
familiar with untimed dictation.

The following objectives should guide teaching in the subject:

1. To- assist the student, after a reasonable try-out period, to
determine the advisability of continuing his study of the subject.
Immature boys and girls should not be encouraged indiscriminately
to enroll in shorthand classes.

2. To train the student 3; over a two-or three-year period to write
shorthand from dictation at a rate of $0 to 120 words per
minute for periods varying from three to five minutes in length,
and to transcribe their notes on a typewriter at a rate of 30
to kO words per minute with that accuracy of form and content
which conforms to acceptable office standards. The stenographer's
writing speed should be 15 to 20 words per minute faster than
the average office-dictation speed.

The pupil ' s training will include extensive reading of graded
shorthand matter from the textbook and from supplementary books to
develop reading facility and tc enrich the pupil's vocabulary; fluent
waiting of small and neat shorthand outlines from dictation of continuous
material such as letters, articles, reports, addresses and and editorials;
gradual development of transcribing skill; knowledge of the principles
underlying the system of shorthand being studied, and the use of the
dictionary in checking outlines for new words.

Stenographic skill increases with the development of
automatic writing response to sound. Hence the dictation method of
presentation should be used from the beginning. Fluent reading should
precede all writing. Very little time need be spent in expounding
principles, nor should these be memorized as rules.
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References for the Teacher ;

Pitman Shorthand

Taylor: "Commentary on Pitman Shorthand"

McNamara: "Methods of Teaching Shorthand"

"Pitman's English and Shorthand Dictionary"
"Pitman's Graded Eeading and Dictation Studies"

"Pitman's Phonographic Phrase Book"
"Pitman Shorthand, Canadian Centennial Edition"
"Pitman Shorthand Dictation Course"
"Pitman's Shorthand Instructor"
Pitman's Shorthand Readers:

"Cobbler and Other Stories"
"Christmas Carol"
"Daughter of the Regiment"
"Half-Hours with Popular Authors"
"Short Stories, Volumes I and II"

"Sign of Four"
"Readings from Popular Authors"
"The: Strange Case of Doctor Jekyll and Mr. Hyde"

HoBzellc : "Review and Dictation Course"
Marriner: "Speed 'Training, in Pitman Shorthand"
Newman: "'teacher's Manual, Pitman Snorthand"
Hynes: "Words and Phrase, Building Exercises in Pitman

Shorthand"

Gregg Shorthand

Hagar: "Fourteen Points in Shorthand Teaching"
"Functional Method of Dictation"
"Gregg Advanced Dictation"
"Gregg Speed Building Simplified"
"Gregg Transcription Simplified"
"List of Changes in the New Gregg Shorthand Manual"
"Most Used Shorthand (Gregg) Words and Phrases"
"Problems of Teaching Shorthand (Gregg)"
"The Gregg News Letter"
"The Gregg Writer"
Hoke: "The Measurement of Achievement in Shorthand",

(John Hopkins Press)

.

"The Phrases of Gregg Shorthand"
"The Teaching of Shorthand -- Educational Monograph"
Blanchard: "Twenty Shortcuts to Speed Shorthand"
"Word List for Gregg Shorthand Simplified"
"Functional Reader, for old course in Shorthand only",

(Anniversary Course, Gregg).
"Gregg Shorthand Manual, Functional Method, Part II",

(Old course)

.

(The last three mentioned are of minor or no value with
the new Simplified Course, but for the school year
19^9-50 would be used for Shorthand 2).
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SHORTHAND la

Shorthand la is an introductory three-credit course which is designed
to give the student some practical experience in the learning of this subject.
Since experts are in agreement that there is no prognostic test which possesses
reliability and validity in predicting the success; of students in the subject of
shorthand, the fairest way is to let all that are interested in the course have
a try-out in it. This three-credit course should provide both the student and
the teacher with objective information as to the interest of the student in this
type of learning, and should reveal what aptitude he has for this subject.

SHORTHAND la (Pitman)

Authorized Textbooks

"Basic Course in Pitman Shorthand": (Sir Isaac Pitman & Sons (Canada) Ltd.)
"Student's Shorthand Dictionary": (Sir Isaac Pitman & Sons (Canada) Ltd.)

Course Content

During this try-out course the student should learn to apply the
principles of Pitman Shorthand to a writing vocabulary of 700 high frequency
words and their derivatives, as outlined in the authorized textbook.

The student should develop considerable fluency in writing neat and
accurate outlines from simple practice material,

The student should be given some practice in taking dictation,
reading notes back, and in transcribing, so that he may correlate these basic
skills.

SHORTHAND la (Gregg)

Shorthand speed is based on fluency -- the ability to write shorthand
without hesitation. During the past year the Gregg Shorthand has undergone a
definite change and is now referred to as "Simplified Gregg", which is designed
to reduce any hesitancy to a minimum by writing more complete outlines.

Authorized Textbooks

Either: "Gregg Shorthand Manual Simplified: (The Gregg Publishing Co.)
or: "Gregg Shorthand Manual Simplified: "Functional Method"

(The Gregg Publishing Co)

Course Content

The student should master the writing of the commonly used words and
should be able to read commonly used words in connected matter with fluency.

Each of the above textbooks is designed to cover the entire course

in seventy lessons planned for kO to 50 minutes, which should be mastered in a

three-credit course as outlined for Alberta. The new learning is completed in

kQ lessons in the first textbook, and in h^ lessons in the functional method
text. The remaining lessons are systematic reviews correlated with skill

building.
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There is a teacher's key available for each -of the textbooks.

SHORTHAND 1

During the first year the pupil should learn to apply the
principles of shorthand to a writing vocabulary of 700 high frequency
words and their derivatives, as outlined in the prescribed textbook.
He should master the theory so thoroughly that by practice in analogy
he may be able to apply the principles to the building of new words
beyond the range of the textbook.

He should develop skill and fluency in writing neat and
accurate outlines of good style from simple practice material.

He should develop skill in reading intelligently and rapidly
from engraved shorthand plates, and from his own notes.

He should be given some practice in transcribing simple
words, simple sentences and simple paragraphs so that he may correlate
the basic skills of shorthand and typewriting. This will assist him
to make the transition to the more complex skill of transcription with
ease and confidence

.

Authorized Textbooks

"Basic Course in Pitman Shorthand" (Sir Isaac Pitman & Sons (Canada) Ltd.)
"Student's Shorthand Dictionary"

Optional Material

"Pitman Shorthand Workbook" (Sir Isaac Pitman & Sons (Canada) Ltd.)
"Progressive Skill Development" (Sir Isaac Pitman & Sons (Canada) Ltd.)

Suggestions on Procedures

Although the basiq vocabulary is restricted in this textbook,
the 50 lessons include 700 high frequency words and their derivatives,
mailing a total of 1750 words. These are supplemented by a few more
words, the outlines of which are used to illustrate the application of
more rarely used principles given in Appendix 1.

Emphasis in presentation should be placed on dictation and
reading rather than on theory. The vocabulary will present no language
difficulties to the average student, and the shorthand outlines are
sufficiently simple to allow for the development of much greater facility
in writing than has been possible with earlier textbooks.

The vowels are used with outlines when they are first presented,
and thereafter, only when vocalization is necessary for an understanding
of the outline in context.
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A workbook exercise should be completed at the end of each
fifth lesson in the textbook. The cumulative review provided by these
exercises and by repetition of vocabulary in the textbook exercises
eliminates the necessity of much of the monotonous drill formerly con-
sidered necessary.

Assuming that there are approximately 35 weeks in the school
year, a plan for the year should provide for complete coverage of the
introduction and the 50 lessons in approximately 25 weeks, and thus
leave 10 weeks for the review of theory provided in Appendix I, and the
60 letters in Appendix II

.

A section of Appendix I should be covered each week, along
with 5 to 10 letters from Appendix II . The letters should present no
new vocabulary difficulties and so may be used most effectively for
building speed and fluency in reading and writing.

The Workbook lessons are recommended for use with the average
class, while "Progressive Skill Development" may be used to advantage
with brighter students.

SHORTHAND 1 (Gregg)

During the first year the pupil should learn the shorthand
outlines of from two to three thousand of the most commonly used words,
and should be able to read with reasonable fluency about five thousand
of the most commonly used words in connected matter. If the teacher
prefers to place the emphasis upon reading rather than writing during
the first year, he should select the text using the functional method.

The student should have some practice .in applying-the .

principles of shorthand to the construction of unfamiliar outlines.

He should develop a neat and fluent style of writing, and be
able to intelligently criticize the accuracy of his own outlines.

Some practice in transcribing simple words, sentences, and
paragraphs may be given; but abundant reading from shorthand plates is
considered more valuable during the first year.

Emphasis should be placed more on dictation and reading than
on theory. A "sense" of theory principles enabling a student to

construct unfamiliar outlines rapidly is of more value than a verbal
knowledge of rules.
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Authorized Textbooks :

Either; Gregg, Leslie and Zoubeck: "Gregg Shorthand
Manual Simplified", (Gregg Publishing Co.).

Or: Leslie and Zoubeck: "Gregg Shorthand Manual,
Functional Method Simplified", (Gregg Publishing Co.).

A teacher's key is available for each text.

Supplementary Ma4- e ri al

s

:

Gregg, Leslie and Zoubeck: "A New Shorthand Dictionary"
Gross: "Short Business Letters for Dictation':'

Leslie and Zoubeck: "Gregg Dictation Simplified"
"Most Used Shorthand Words and Phrases"
"The Gregg Writer"

(All of above are Gregg Publishing Company books)

.

During the second year the difficult principles in the daily
dictation should be thoroughly reviewed and the pupils should be trained
to develop speed. Students will be expected to take dictation at the

rate of from 70 to 90 words per minute on new material from standardized
tests of l.k syllabic intensity. The rates will be considerably higher
on practised material.

Special drills should be given in the writing of phrases. For
practice the letters should be dictated at varying rates of speed in
order to meet the needs of individual differences in students. New
material should be dictated every day, the rate and the length of the
material should be gradually increased.

Students will be expected to transcribe their notes on the
typewriter at a minimum rate of from 20 to 25 words per minute depending
upon the material. Accuracy is of the first importance; but speed is

essential

,

The following criteria of vocational competency should be
recognized by the teacher and should affect temporary goals*.

(1) The ability to write shorthand notes which may be read back
when "cold."

(2) The ability to write untimed dictation for at least thirty
minutes

.

(3) The ability to edit and correct the notes as the dictator
changes his wording.

(<+) The recognition cf the needs to get help from the dictator
when the dictation is not heard, or is not understood.
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(5) Verification of spelling of names and places. These proper
names should be written in legible longhand.

(6) The ability to substitute words according to the context.

SHORTHAND 2 (Pitman)

Authorized Textbook

"Pitman's Shorthand Dictation Course" — Pitman Shorthand (written in
shorthand) (Sir Isaac Pitman & Sons (Canada) Ltd.)

SHORTHAND 2 (Gregg)

Authorized Textbook

"Gregg Dictation Simplified" (The Gregg Publishing Co.)
"Word List for Gregg Shorthand Simplified" (The Gregg Publishing Co.)

Supplementary Materials ;

"Gregg Advanced Dictation"
"Gregg Speed Building Simplified"
"Short Business Letters for Dictation"
"The Phrases of Gregg Shorthand"
"The Gregg Writer", (Magazine).

(All of the above are books of the Gregg Publishing Company).
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TYPEWRITING

Typewriting is a skill which should be learned under the
instruction, guidance, and close supervision of the teacher. The
subject was introduced into the High School Program not only to meet
the demand for trained machine operators hut because of the desire of

an increasing number of high school students to acquire typewriting
skill for personal use.

The development of speed and accuracy in typewriting depends

upon the building up of the proper habits and techniques, and upon the

maintenance of these in practice, both in the typewriting room and in
the use of the typewriter in situations away from the classroom.

Many studies have been made on the acquisition of typewriting
skill. Reports on some of the best of these are given in the references
listed below. Teachers should acquaint themselves with these findings
and with the principles they exemplify, so that students will not be
allowed to proceed with unguided and misdirected practice. Students
should be taught, as soon as possible, to study their own achievment
records

.

The students should be required to check their own work
from the beginning. This is an important part of their training. It
is also important because no teacher can do the detailed checking of a
large number of papers with the care that is required and also do the
amount of real teaching necessary for the proper training of students.
In the early lessons the student must learn not to submit exercises for
approval until he is satisfied that he has met the requirement for
accuracy. After such approval, the student may be given a fairly short
accuracy test based upon the same exercise. The test is to be examined
carefully by the student and not to be submitted for approval unless he
believes it is acceptable. In the business world the making of a
mistake is not as serious as the failure to detect the mistake once it

has been made

.

It is of the first importance that the teacher devise
satisfactory records of the student's attainment and progress and adequate
methods of analysing special difficulties and disabilities of individual
students. Progress charts, graphs, motivational devices will be found
useful in stimulating interest and sustained effort. Students should
keep records of their own work; they should be assisted to classify aid
record their own errors and successes; then, with the teacher's help, to
study them for causes aad tendencies „ Anything that keeps the studea<-

in competition with HIMSELF will be found worthwhile; his own record in

accuracy, speed and daily output of acceptable work.

include
Some of the most common faults in teaching typewriting

(a) Demonstrating too rapidly.
(b) Talking too much.
(c) Talking too rapidly.
( d) Failing to give clear and definite instructions or explanations.
(e) Tending to penalize for errors instead of helping the student

learn the cause of that type of error.
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(f

(g

to
(i

(J

(k

(1

are:

(a)

0>)
(c)

(a)

(e)

Stressing accuracy rather than technique.
Failing to realize that proofreading by the teacher is not
teaching.
Neglecting the students who are most in need of help.
Neglecting to subdivide a task sufficiently for beginners.
Failing to teach the student HOW to study, HOW to concentrate,

HOW to practice, and HOW to check and avoid errors

,

Neglecting to encourage the student.
Failing to capitalize on the student's natural desire to type.

Some of the principles which must be emphasized in fingering

Each finger must have certain definite keys to control and no
others.
Each finger must be kept near the keys that it controls.
Fingers must move independently of each other.
Finger movement must be as independent as possible of the rest
of the body, (i.e. wrist movement, elbow movement, etc. should
be reduced to a minimum)
Fingers should be kept curled and pointing downward.

The typewriting room should be equipped with well-serviced
machines which are in a good state of repair. Wall charts of the key-
board and diagrams of the parts of the typewriter save much time and
make the presentation more vivid. Enlarged photographs, which are
available from the equipment companies, can be used to advantage. A
supply cabinet that can be locked will be found useful in keeping control
of the paper, ribbons, stencils, oil, tools, standardized test material,
and the like. A demonstration stand with a turntable permitting the easy
manoeuvring of the typewriter so that each student can see the technique
demonstrated is a useful teaching device. A stopwatch, or an interval
timer, is desirable for the timing of tests. Other equipment which is

desirable includes a phonograph and records, a large bulletin board, a
large wall calendar, a paper cutter, a stapling machine and a suitable
filing cabinet. Wherever possible the ceiling of the typewriter room
should be of acoustic tile, or some similar material, to absorb the

sound

.

The following reference books will be found helpful in each
typing room:

An unabridged standard dictionary. This is in addition to
the dictionary which every student is expected to have for
his personal use.
"20,000 Words" (The Gregg Publishing Company)

A standard English handbook, such as: "The Century Collegiate
Handbook of Writing" -- Greever and Jones (Appleton Century Co.)

A secretarial handbook, such as: "The Private Secretary's
Manual" -- Turner (Prentice Hall)

or

"Standard Handbook for Secretaries" -- Hutchinson (McGraw-Hill
Book Co.)
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"The Postal Guide" for the current year.
An atlas

.

A manual of printing styles, such as: "A Manual of Style"
(University of Chicago)

Teachers will find the following references on instruction
in typewriting of value;

Barrans: "Typewriting Theory and Practice", (Pitman).

Dvorak and others: "Typewriting Behavior", (Southwestern Publishing
Company)

.

Lamb: "Your First Year of Teaching Typing", ( Southwest ern
Publishing Company)

.

"Learning to Typewrite (Gregg Publishing Company)

.

Lessenberry: "Methods of Teaching Typewriting", (Monograph "Jl,

Southwestern Publishing Company)

.

Merrick, Brown and Dvorak: "My Typewriter and I", (Southwestern
Publishing Company) .

Odell and Stuart: "Principles and Techniques For Directing the
Learning of Typewriting", (Copp, Clark Company).

Smith: "Gregg Typewriting, Teachers' Handbook", (Gregg Publshing
Coo)

Smith and Antholtz: "Seven Speed Secrets in Expert Typewriting",
(Gregg)

.

TYPEWRITING la

This is a non-vocational course intended to give the student"

a mastery of the typewriter sufficient for practical purposes. It is

to provide training in typewriting for personal use. Since this
probably, is the only course in typewriting that most of the class-

members will take, the students should learn to look after their own

typewriters, as well as bo write letters.

This course may be offered only in those schools which are
equipped with well-serviced machines in a good state of repair. Every
student should have a machine to himself throughout the period of
instruction-time. Typewrite,: desks, each to accommodate two machines,
should be from 26 to 28^- inches in height, measured from the top of
the table to the floor, .Key-board wall charts and diagrams of the parts
of the typewriter, save much + ime aid make the presentation more vivid,

A few enlarged photographs, available sometimes through the equipment
companies, can be used to advantage. A supply cabinet that can be
locked will be found useful in keeping track of paper, envelopes,
ribbons, duplicating paper, stencils, oil, tools and such. Other
equipment for the typewriting room includes a stopwatch or an interval
timer, a large wall calendar, postal scales, paper cutter, stapling
machine, suitable filing cabinet, an unabridged dictionary, and a
secretarial handbook (e.g. Standard Handbook for Secretaries, by
Hutchinson -- McGraw Hill Book Co., New York).
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During the first few days of typewriting the teacher will be
well advised to capitalize on the natural interests of the student and
his desire to attain skill and proficiency. During the first few weeks
of the course the students will develop those techniques and habits which
will largely determine his future ability as a typist. For this reason
it is very important that the teacher supervise all of the work done by
the beginning student. The correct posture of the student, and right
stroking, the manipulative control of the parts of the machine, eyes on
the copy, and other basic habits must be checked repeatedly by the
teacher. If the student has had some typing in Grade IX, or if he has
access to a typewriter outside of the classroom periods then added
supervision is needed to ensure that he is executing the most desirable
habits in the operation of the machine. The correction of bad type-
writing habits is a difficult task and requires much patience and tact.

Experience will show that it is desirable to ignore most of
the errors in the first few lessons of typewriting, as they have little,
if any, significance. Persistent teaching and demonstrating of the
right typing techniques will establish the pattern of fingering and the
errors will disappear with the elimination of the awkward movements.

Authorized Textbooks

Either of the following:

Moreland: "New Course in Typewriting, Part 1, Revised Edition", (Sir
Isaac Pitman & Sons (Canada) Ltd.)

Stuart: "Complete Typewriting Course, Part 1", (Copp Clark Co.)

Students who have previously completed a successful year's work
in Typewriting in the Junior High School should be encouraged to go ahead
with more advanced Blocks or Units in Part 2 of either textbook.

All inexperienced teachers should be guided by the detailed
directions in Principles and Techniques for Directing the Learning of

Typewriting, by Odell and Stuart (Copp Clark Co.)

OUTLINE OF COURSE

First Unit ; The objective of the first unit will be the development of

a mastery of the alphabetical keyboard by touch with rhythm and fingering
technique and the correct manipulating of the operative parts of the machine
machine. The following should be mastered:

(a) Correct operating technique: posture, stroking, rhythm, and the

proper handling of paper.
(b) Identification and manipulation of the machine parts including:

keyboard, space bar, carriage return lever, carriage release,
thumb piece, cylinder, cylinder knobs, line-space gauge, marginal

stops, paper rest, paper guide,, paper clamp or bale, ribbon spool,

ribbon spool handle, and stencil lever.
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( c) Horizontal centering and backspacer.
(d) Capitals, sentences, simple punctuation marks, shift keys,

shift lock, and shift lock release.
(e) Paragraphs, marginal release, bell, tab stop set, tab stop

clear, and tab key or tab bar.
(f) Vocabulary covering the one hundred most frequently used

words

.

(g) One-minute timed tests, including the International Contest
Rules for marking.

Second Unit ; A student should master the complete keyboard by touch
and develop skill in manipulating the operative parts of the machine.
The content will include:

(a) Figures
(b) Signs
(c) Vertical centering
(d) Rules for syllabication
(e) Rules for writing of numbers in figures or in words
(f) Rules for capitalization

(g) Vocabulary of the one thousand most commonly used words
(h) Timed tests up to five minutes.

Third Unit : The student should be given further drill on the skills
already acquired. He should develop the special knowledge and skill
required for letter writing. The content includes the following:

(a) Mechanical details of a letter: main divisions, placement-
rules for single spaced letters, forms used in setting up
letters, proof-reading, erasing of errors, folding of letters,
and addressing of envelopes.

(b) Improved facility in continuity writing: usage, sentence-
sense, unity, coherence, characters and figures.

Fourth Unit ; The student should learn the proper habits in the care
of +he typewriter and understand some of the simple operations essential
to his personal needs. The content includes the following:

(a) Tabulation: paragraph and address indentations, simple two to
four column, tabulation of words or figures.

(b) Care of the typewriter: covering, dusting, oiling, cleaning
the type, and cleaning the cylinder.

(c) Changing the ribbon
(d) Carbon copies
(e) Typing on ruled lines.

Requirements :

1. Satisfactory completion of the prescribed textbook material.

2. Satisfactory completion of a reasonable number of correlative
exercises in connection with classroom work in other subjects.

- 50 -



3 Attainment of a copying speed of fifteen to twenty-five net
words a minute (as measured under International Contest Rules)
on standard test material (available through the equipment
companies) of at least ten minutes in length, with not more
than one or two per cent of error.

h . The student should meet the minimum standard of attainment on
at least three tests administered at intervals of one week.

N-B. — The number of periods per week for Typewriting 1A is three, but
these periods must be used for instruction by the teacher. Periods used
merely for practice by the student without the teacher's direction or
supervision cannot be counted as instruction periods. Throughout each
instruction period there must be one machine for each student. If there
are more students in the class than there are machines, the number of
instruction periods per week must be increased proportionately.

TYPEWRITING 1
i

This five-credit course is designed to provide the skills and
knowledge of typewriting needed for personal use, and to provide those
interested in using their typewriting ability for vocational purposes
with the basic training for their advanced work. The fundamentals of
typewriting are the same whether the goal is personal skill or vocational
skill

.

Objectives for Typewriting 1

The primary objective of Typewriting 1 is the development of
the proper techniques of typewriting so that the student may learn to
use the typewriter as a writing tool. In order to achieve this result
the student must be made familiar with the mechanics of typing skill and
must be taught how to apply his skill to practical situations with
sustained accuracy.

A passing student should achieve a minimum net speed of from
20 to 30 words per minute with reasonable accuracy from unpractised
standardized test material as measured under International Contest
Rules. Final tes£s should be ten minutes in length, however test of 5
minutes or less should be used during the term.

Textbooks Authorized for Typewriting 1: Any ONE of the following:

Moreland; "New Course in Typewriting, Part 1, Revised Edition", (Sir
Isaac Pitman & Sons (Canada) Ltd.). The blank forms to accompany
this text are optional.

Stuart: "Complete Type-writing Course, Part 1", (Copp Clark Co.).
"Typing for Business, One Year Course", (The Gregg Publishing Co.).
Lessenberry & Crawford: "20th Century Typewriting, Fifth Edition",

(Southwestern Publishing Co.).
Blanchard and Smith: "Typewriting for Business and Personal Use",

(Gregg Publishing Co.).
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Content of Typewriting 1

If the textbook by Moreland is used the first k2 units should be
covered. If one of the other textbooks listed above is preferred a

corresponding amount of work shall be covered.

First Unit: as shown in Typewriting la
Second Unit: as shown in Typewriting la
Third Unit: as shown in Typewriting la
Fourth Unit: as shown in Typewriting la, except the work on changing
ribbon and the use of carbon paper shall be optional.

If the class is taking this work without the intention of proceeding
to Typewriting 2, the teacher should adjust the program to cover the
essentials for typewriting for personal use. On the other hand if the
class is composed of students intending to take Typewriting 2 the
material normally taught in Grade XI should be minimized and the
emphasis placed upon achieving higher standards of accuracy and speed.

TYPEWRITING 2

The student should appreciate that in addition to his ability to
operate a typewriter there are other factors which have a bearing on
his success as a typist. To be successful in this vocation he must be
well-trained in English grammar and all the conventions of written
English, as well as in reading shorthand (where this is applicable)
and in typing from ordinary copy which involves reading skills. He
must know how to set up material in an acceptable form.

Authorized Textbook: Any ONE of the following:

Lessenberry & Crawford: "20th Century Typewriting, Fifth Edition",
(South-Western Publishing Co.)

.

Moreland: "New Course in Typewriting, Part II, Eevised Edition",
(Sir Isaac Pitman & Sons (Canada) Ltd.).

Stuart: "Complete Typewriting Course part II"/(Copp Clark Cc).

Content for Typewriting 2

First Unit: The student should develop dexterity in the technique
of tabulating and should gain a working knowledge of other related
skills

.
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The content includes:

(a) Tabulation: calculation and set-up for work from two to five
columns, lists with column headings, reports and tables, four
heading tabulations, bold-facing abbreviations, items, and
figures

.

(b) Card Indexing
(c) Mechanical Details of a Letter: main divisions, placement

rules for letters, forms in letter-writing, folding of letters,
carbon copies, proofreading, erasures, and addressing of
envelopes

.

(d) Erasures, strike overs, and corrections.
(e) Eough drafts: timed reading, proofreader's marks, and rough

draft letter.
(f) Characters and figures not on the keyboard: dash, ditto,

exclamation mark, the number 1, fractions, care of,

multiplicatior , division, minus, plus, equal, degrees, minutes,
seconds, feet, inches and pounds.

Second Unit: The student should gain proficiency in letter and manuscript
writing, and improve his speed and accuracy. A copying speed of 40 words
per minute is generally considered the minimum for acceptable vocational
standards. The content includes:

(a) abundant practice in letter and manuscript writing.
(b) Acceleration practice.

Third Unit: The student should develop reasonable skill and accuracy in
preparing business forms and legal documents on the typewriter. The
content includes:

(a) Business forms: invoices, monthly statements of account,
balance sheets, profit and loss statements, pay-rolls, graphs,
setting up printer's copy, circulars and advertising material.

(b) Cutting stencils (optional).

Speed Objective for Typewriting 2

The speed requirement for a passiag student in Typewriting 2 shall

be from 35 "to kO words per minute with a reasonable number of errors on
unpractised standardized tests as measured by International Contest
Rules. The final tests shall be fifteen minutes in length.

Speed Suggestions

Material used for speed practice should be written over many times,
slowly enough at first to insure an even touch and absolute accuracy,
and then with gradually increasing speed. At least a dozen copies should
be made of the same material, and 25 or 30 would be better. The
difficult finger movements in the selected exercises should then be
typed through repeatedly, until they have been mastered.
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The alphabet should be written with regularity at the rate of

fifteen or more times a minute. This should be followed by a few
alphabetical sentences. Easy sentences of various kinds should be
practised until they can be written accurately at 60 words per
minute. Intensive practice of words alone from the 1000 most
commonly used words (e.g. from Ayres list), and of words having a

difficult combination of letters will provide many useful exercises.

Words, phrases and paragraphs using the everday vocabulary will be
found particulary good. A selection of straight matter containing
about 200 words should be written successively: first accurately in

seven minutes, then in six minutes, then in five minutes, etc.

Transcription

If the class is composed of students carrying Shorthand 2 then
an average of two periods a "week, or the equivalent time, should be
allocated from the Typewriting 2 time- for purposes of transcription.

If there are students in the class who are not carrying Shorthand 2

then extra work should be assigned to give the corresponding amount

of training.

A preliminary talk on the special problems involved in

transcription is advisable. The initial transcription may best be
made from material copied from the shorthand textbook to insure its

accuracy, yet written by the student in his own hand.

The student should be taught to read them to the end of each

sentence . He must get the thought and be able to give a resume . He
should be asked from time to time, "What did the dictator mean, or say,

in the letter?" The student should read his notes carefully BEFORE
starting to TYPE THEM. Questions of spelling, punctuation,
capitalization, paragraphing, set-up and display should be decided in

advance. Imperfect outlines in the shorthand should be retouched or

rewritten, and all other uncertainties cleared up. At no time should
the student be permitted to substitute longhand for shorthand in bis

notes, save for the noting of the spelling of a proper name of a

technical term.

Close supervision will be necessary to prevent lapses into bad
habits of posture and technique. Avoid the bad habits of the student
reading a few words from the notes, then looking at the machine while
typing them, and then stopping to find the place in the notes again.

Supplementary Textbook for Typewriting 2 (Optional)

Hakes: "Typewriting Speed Studies, Third Edition", (The Gregg
Publishing Co.)

.

Teacher's References for Typewriting 2

Edward & Dickson: "Advanced Typewriting Course, Parts II and IV"
(Ryerson Press)

.

McClain and Dame: "Typewriting Techniques and Short Cuts"
( South-Western Publishing).
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TYPEWRITING 3

In a report recently issued by the National Office Managers'
Association, based upon a questionnaire submitted to hundreds of
firms throughout the United States and Canada, the following criti
cism was levelled against some graduates of commercial high schools
and business colleges:

"Despite the fact that industrial production has increased by

more than 100 per cent during the past few years, the fact is that
there has been no noticeable increase in production on the part of
stenographers and typists — no increase in either the number of
letters produced, and no increase in either the speed or accuracy of
typewriting assignments .

"

The Department has already provided a course in Secretarial Train-
ing to meet the needs of those students in Grade Xll who are carrying
both Shorthand and Typewriting.. A third-year course in Typewriting is

now being offered for those students who wish to specialize in this
subject. This course will carry three credits.

Naturally, the principal objective sought is the further develop-
ment of typewriting power, This will be accomplished by presenting
practical problems which require knowledge, planning and the exercise
of good judgment in their solution. In addition, students will be

expected to increase their speed and accuracy over the second-year
level A reasonable requirement for credits in Typewriting 3 would
be a net rate of 50 words per minute on ten or fifteen-minute tests
and marked in accordance with International Contest rules On such
tests, students should be limited to five errors.

While no single text is authorized exclusively for the time being,
the following texts are recommended:

"Senior Secretarial Practice", by Moreland (Isaac Pitman and Sons)
"Rational Typewriting Projects", by Sorelle (McGraw-Hill).
(it is suggested that when this book is used, such projects as
No.. 126 be completed on regular legal forms, available from
stationery stores).
"Typewriting Techniques", by MacClain and Dame, (South- Western

Publishing Co - j W.J. Gage and Company,
Canadian Agents)

.

In addition, instructors should take advantage of the service
offered by the principal typewriting companies in connection with their
monthly speed tests.
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